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INTRODUCTION

This curriculum guide is designed to assist the teacher in providing ac-
curate occupational information to pupils so that they will be aware of
the employment opportunities that are available to them and can select
those high school courses that will prepare them for gainful employment.

Dr. Paul Briggs, superintendent of schools in Cleveland, has stated that

a high school should have only two exits - one to higher education and the
other to employment. The rationale for us who are primarily concerned
with the junior high school pupil would be that there is only one exit
from junior high school to high school. It is therefore, believed that

an effective occupational orientation program in the junior high schoals
will close all exits except the one to high school. The middle school
phase of Project SPAN proposes to help make the transition between junior
high school and high school.

ORGANIZATION

This unit in occupational orientation is for junior high school students
enrolled in industrial arts and home economics classes. Approximately
three weeks may te allowed for this unit exclusively. However, various
phases of the unit may be integrated into the current industrial arts and
home economics curriculum. For example, as a culminating acuivity of the
child care unit in home economics, the students may study job opportupi-
ties in the area of child care. Likewise, the industrial arts teacher
may introduce or culminate a unit in woodwork by permitting the students
to explore occupations in carpentry and related crafts. The laboratory
activities suggested in the lesson guides are designed for ninth grade
classes in home economics and industrial arts. X

Guidance counselors and home room teachers may use parts of the unit for
vocational and educational counseling and homq room guidance., The unit
is developed so that each part may be taught singularly.

SCOPE AND SEQUENCE

$
The teacher may use the curriculum guide in this unit in the sequence in
which it is written or it may be adapted to the classroom situation.

The unit will cover the following concepts:

Orientation to the world of work

Understanding of self and others

Home economics related occupations

Occupations in distribution

Health occupations .
Occupations in trades and industry .
Office occupations




GENERAL CEHZ0.

The ultimate purpose .ol this uni i~ € Pruvii. L€aTT. * 2932 Tv- 7 .

1. Foster the development of perscnal traics, attitudr R 0N
that are nrecessary to success ir the werld of work

*o

Ald in developing an awareness .f relevant factera, surb as adti:z -
interests, values, goals and education and their =-elztioaship ¢-
sccupational choices.

3. Fanillarize students witn a wide range of occupationali areas :-
in formuiating general vocational preferences.

4. Famillarize gtudents with specific high school couwsas thut sfter
training related to various desires, acquired skills, innate abli-~- .
and the projected demands of industry and business. )

o

Help students acquire skills and the expertise that will facilitatc
decision making processes.

METHODS

Success in teaching an occupational orientation course depends prinzri. -
on the degree to which it is student-centered. Each student should bz
allowed to analyze his interests, talents, personal traits and abilizier
to see how he can fit into our vast economics system. Therefore, the
students need to be "involved" from the very first day and throughout
every phase of the course.

Questionnaires and/or pre-test may be used at the beginning of the ccur:-
"to find" where the studeat is. A similiar instrument may be used .-
end of the unit to measure the student's growth.

Case studies may be usea to stimulate interest and to develop orobin-
solving decision making techniques.

Students love to 'get tnto the act". Socio-dramas may be used to 2o
many phases of this unit This method along with other group activ.
{s especially effective with the slow learner.

In working with the advanced or accelerated students, it {s desirabi:
give them special projects that are more stimulating. Selecti Isavr..
experiences that will lead them to form concepts and generalizations
independently. These students may be able to handle activities and p*-

jects that require outside research, study, and problem solving.

Artistic students in the class should be given special projects that «:
utilize their talent and give them a median for expressing their ideas
and interest in the world of work. They may be asked to draw cartoons.
set up displays, design posters, bulletin boarde, and other visual aid=

- R




O

Primacy sources of occupational informatich sre the Lotker and t(oe em-
ployer. Therefore, students should have dizmel, rov.u o Zfate ot wtia
enployees and employers through personail Incervievs, (i .
classroom symposiums. The studenrs should be permirted

and discuss freely all aspects of the job.

P x :
N et
Y

“Learning by doirg" is still cousicdered tie best educational m.irhod
Students should be permitted, when at all possible, to handle ant use
the tools and experience some activities cf the workets. Thie can be
achieved, to some extent, in industrial arts and home economica cledses.
In gome cases, students may obtain partttime or summer johs o esrn
money, and acquire some expertise in the world of work.

ERIC
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ORIENTATION TO THE WORLD CF WORK

Generalizatjions:
1. An appreciation of the world of work in a democratic goc;.
helps gne to understand the vital contribution made by eaci,
worker. .
2. Knowledge of available job opportunities tends to help indi-

viduals plan for the achievement of goals.

\
: 3. Socio-economic and technical developments are continuing to
require more 8killfully trained people.

4, High school and post-high school vocational training offer
preparation for a wide range of occupations.

Objectives:
Upon completion of thig unit the students ghould be able te
1. Identify three factors that affect the availability ct jcbe,

2. Discuss in written form or orally the value of work n .
democratic soclety.

3. Relate in an essay the importance of vocational educaticn ae
Preparation for the world of work.

4, List the three primary sources of information regarding - g,
5. Use objective criteria for examining various Ooccupations,
6. Formulate clusters of occupations, when given a list of var.ous

Jobs.
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UNDERSTANDING SELF aNi; OTHERS

Generalizations:

l. As a person improves ‘s pergoral gualify
skills, his opportunities for 2P oymeat

cations and acquires
tend to increase.

2. Both employers and amployess wake coniributicns to the job which

can result in wmutual satisfaction and aflf

ective job performance.

3. When one has an accurate concept of nimzelf, he has a sound
basis for making himasalt emplovaple,

4. Continuous educational ard voca

advantage of edu
employability.

Objectives:

Upon completion of this unit, the student

the following objact

1. To demonstrate, thrcugh the abil
increased maturity, self

others.

ticnal plans enable one to take

catlonzl and cther opportunities for increasing

{ves:

should be able to accomplish

ity to get along with others,

~uaderstanding and understanding of

2. To list at least five personality traits

to be successful at school and 4

3. To demonstrate,
of being well gr

4. To demonstrate the abilit
decisions when analyzing

that one must acquire

n the world of work.

by improved personal appearance, the importance
oomed and the factors that affect it.

case astudies,

5. To discuss orally or in written form the
ible advantages of personal efficiency.

Yy to make independent and rational

tangible and intang-

6. To identify attitudes and characteristics which contribute to
success in school and or the job.

7. Make a personal educatior.al and vocational plau based on in-
terests, skills and capabilities.

a9
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HOME ECONOMICS

Ceneralizations:

1. One's satisfaction in the choice'of & ‘vocation is influenced
by his understanding of the related occupations.

2. Occupations differ in qualifications they require for guc~
cessful performance.

3. There are socially acceptable jobs in home economics for a
vide range of interests and capabilities.

Objectivas:

Upon completion of the study of occupations that utilize skills
and knowledge obtained in home economics courses, the student
should be able to accomplish the following objectives:

1, From a list of occupations identify and classify those
occupations that utilize home economics skillg,

2. To discuss either in written essay or orally gome persomal

traits and skills required for the broad areas of occupations
in home economics.

To list the courses taught at the high school level in the
Memphis area that train in home econonics skills,

To identify the institutions, high schools and institutions

of higher learning from which home economics training can
be received.

To become aware of the demand for persons trained in home
economics skills in our changing economy through the dis-
cussion of newspaper ads.

The laboratory activities suggested at the ninth grade level
should enable the students to accomplish the following objectives:

1. To use acquired home economics skills to earn money for
self and/or class activities,

2. To discover opportunities for part time jébl that require
home economics skills and knowledge.

To decide if personal traits, interests, and skills meet
the criteria for a mzjor in home economics.
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INDUSTRIAL ARTS

Generalizations:

l.

One's satisfaction in the choice of a vocation is influenced
by his understanding of the related occupations.

2. Occupations differ in the educational and personal qualifi-
cations they require for successful performance.
3. rThere are socially acceptable jobs in trades and indystry
for a wide range of interests and capabilities.
Objectives:

Upon completion of this unit, the student should be able to
accompliah the following objectives:

1.

Identify clusters of occupations in industrial avts, trades
and ircdustry, and state thu educational requiremeats and

. personal characteristics required for success in these aress.

List vocational courses Laught in the vocational/techaical
high schools in tlL.e Kezphis area.

To identify schools, high schools and institutions of
higher learning from which vocational/technical training
can be received.

To become aware of the demand for craftsmen ia our changing
economy through the discussion of newspaper ads.

To develop a personal educational/vocational plan based on
interests, capabilities and personal traits.

ine laboratory activities suggested at the ninth grade level
should enable the students tc accomplish the folloving objectives:

t

P

To use acquired knowledge and skills to earn money for self
and/or class activities.

To discover opportunities for part-time jobs in business
and industry,

To decide if personal traits, interests and skills meet
the criteria for becoming a akilled craftsman,
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EVALUATION

At the end ri the course each student should be able to discuss
the job clusters in trades and industry and state generally the
knowledge, skills, and personal traits necessary for success in
the various occupations.

Observe students' special occupational interests for guidance
purnoses,

Test students objectively to determine their knowledge of occu-
pational! terms.

Ohserve gtudents at work in committees and note individual con-
tributions.

Obzerve students' reactions to cthe presentations of resource
people.

Check written information obtained in interviews.

Obgerve interests and gquestions asked at interviews, symposiums
and on ffeld trips.

Confer with students individually to discuss their projects and
educational-vocational plans.
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CASE STUDIES 1IN OBTALMNING AND HULDING JOBS

CASE I.

Sandra 2. first applies at an employment service office at the age
of 16. She said she needed a job urgently because she was living
with her sister. When she reported to the employer and was told
her wages she immediately replied that friends advised her not to
work for those wages and that she wasn't interested. The emplouyer
contacted the counselor and said that he would not hire this ap-
plicant under any circumstances. Her attitude and manner were SO
unsatisfactory that he felt she should not be referred again.

II.

Mary S., 19, is tall and attractive. She went to art school in
Cleveland for half a year, was dissatisfied and quit in February.
The employment office referred her to a job that did not require
experience but included Saturday work. She informed the employer
that she wanted Saturdays free to visit friends in Cleveland.

when given the name of the person with whom she would be working,
Mary exclaimed, "Ch her! I fought with her all through high
school." Needless to say, Mary did not get the job. The employer
reported that he did not consider her mature enough.

III.

Lenore had excellent experience as an accounting clerk, stenographer,
and general office clerk. She was also an efficient typist. She
was, however, quite short; her hair was long and uncombed, and her
clothing loud. She was referred to.a large industrial plant for

a job as accounting and payroll clerk.

The personnel manager said that he wished he could employ her, but
because of her appearance he feared she would not fit in with the
other girls in the office. Vter lack of neatness and poor taste in
clothing resulted in her not being hired.

Iv.

Mary wanted a job with hours like those she had while attending
school. The job must also be in her neighborhood; she did not
want to travel downtown, the working conditions must be just right
with pleasant surroundings and congenial co-workers. Mary insists
on these special requirements and is still unemployed.
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CASE V.

Agnes was placed with a local newspaper. Her duties were proof-
reading and teletyping. After twc days she quit without notice

and reported to the counselor that she disliked the job because

the major work was proofreading.

CASE V.

Juue g.ddidated rrom a high schuol comme: fal course and was sent

to heir firse job as a stenographer at $45 a week. She worked about
10 days and then quit. Her duties, she said, were too varied; she
wanted more stenographic work. The counselor found her another job

at the same rate of pay per week. She worked only one day because
the dictation was too heavy,

NOTE: THE TEACHER CAN MAKE UP SITUATIONS TO PINPOINT IDEAS TO INDIVIDUALS
IN THE CLASSROOM WITHOUT EMBARRASS ING THEM OR SINGLING THEM OUT.




CASE

b6

The following story clipped from a newspaper a few years ago 1il-
lustrates how one man overcame serious obstacles to achieve his
goals.

I. "Expert Who Saved Many from Cancer is Dead of Same Disease"

"Dr. Grant 8. Ward, sixty-one, cancer expert of Johns Hopkins Uni-
versity, died today of the same disease from which he had saved
countless patients."

"Dr. Ward overcame a tremendous handicap to continue his career after
a tumor on the spinal cord of his neck in 1942, The tumor was non-
cancerous but its removal cut a nerve and deprived him of the power
to raise his right hand and to bend his elbow."

"Although he could still use the fingers and forearm muscles of his
right arm, Dr. Ward's career as a surgeor appeared ended. But

with the help of experts in appliances, together with his own deter-
mination, Dr. Ward made a steel and leather harness equipped with
springs to perform actions of his useless muscle.”

“ro win over his handicaps, Dr. Ward developed certain special skiils
with his left hand. Le asked for no special adjustments in the op-
erating room, except that the table be raised to a higher level.

The internationally known expert on head and neck tumors continued
performing very difficult and delicate operations."

Question: What were Dr. Ward's Aspirations? What special Abilities

did he develop? What Action did he take?

CASE I1  "The Dropout Who Came Back"

"Joe Sorrentino has 25 scars on his hands to prove that he is a
street fighter. By the time he was 20, he had flunked out of high
school four times, had been booted out of the Marines, and had lost
30 jobs. The second oldest of seven children, Joe always wanted to
be an 'achiever', and in his neighborhood an achiever had to be
handy with his fists. A veteran of more than 100 rumbles, Joe was
put on probation by juvenile court after one particularly bloody
street fight. When he was in his first year of probation, he flunked
out of high school. Not long after he enrolled in another high
school at night -- he failed there also. In a third try at high
school he didn't last a semester.”

"at 14, Joe had begun trying his hand at various jobs, achieving

a record for failing which was 'better' than even his school career.
On his first day of work at a bleach factory, he attempted to carry
10 gallons of bleach to a truck he was loading and dropped all 10.




67

Joe later worked in a sweater factory, where he had the embarrass-
ing experience of being awakened from a nap by the President of
the company. Another job opportunity for Joe came through a fur-
niture company's ad in the newspaper which read: 'Want ambitious
young man who seeks responsibility.' After a month of aligning
wheels of teacarts, he got tired of responsibility."

"Joe enlisted in the Marines when he turned 18 but could not stand
the discipline, and rebelled. He fought with recruits, rioted in
the mess hall, and tried to run away. Judged an 'incorrigible' by
the Marines, he was sent packing with a General Discharge. Back
home, he was a hero to his old street-gang buddies. But within
himself, Joe felt ashamed. At 20, he came to realize that his
only chance for a better life was through education. So he went
back to high school, for the fifth time, at night, working days in
a supermarket. After two years, he graduated with the highest av-
erage in the night school's history."

"Despite only fair results on college entrance exams, his grades
got him admitted to the University of California. At first, Joe
felt he had nothing in common with the college youths who talked
about summer vacation and beach parties --- things he knew nothing
about. But he stuck it out and in his senior year, was elected
president of the student body. After graduating with honors, Joe
went back into the Marine Corps for two years, feeling that he had
to make up for his past record. He did. This time he became a
platoon leader, highest scorer in athletic competition, and changed
his General Discharge to an Honorable one."

"In June of last year, 30-year-old Joe Sorrentino was valedictorian
at Harvard Law School. Joe has received several offers to work for
major U. S. law firms. Instead, he wants to serve a term as an as-
sistant U, S. or State Attorney in California."

Questions:

CASE

1. 1Identify some of the attitudes and values that Joe had before
he finished high school, and compare them with his later out-
look on life.

2. What can we learn from Joe's case about job opportunities and
the economic rewards that are available in our economic system?

I11.

"I'm a die designer. We draw up the prints when somebody has a bright
idea for a new die. Dies are tools that are used in the plant for
shaping material for machine production. They come around to the
planner and ask him whether or not we should work on it. They then
give it to us and we have to design a die that will compete with one ()
that they might have had designed outside the firm."




!seu . that's how I got started. I came to XYZ
itdc renticeship right out of high school. I

had o trieus .u0se tuther was a supervisor and this fellow started

in here. In those days employment was tight and it wasn't easy

to set a ,:b, but T came in after my friend did. He told me about

it and matayed to get me in., But I wasn't doing tool and die work

then. They started me on the assembly line. I worked on the line

nights. But after I was in the plant for a while I looked around

and I thought that I'd like to go into die work.”

"You'd walk into the die shop and it was always so neat and clean.
They clean the machines up every weekend. The floors were always
clean. Well, one of the supervisors thought I could learn the work
so he took me on as an apprentice. I had to take a cut in pay but
it was vorthwhile."

"So I started at the bottom. Along with your work on the job you
were supposed to go to school at night. We started there by taking
what they called a five year course. I finished it up in 2,800
hours. That meant something. They taught us all that an engineer
learns, but from a practical standpoint."”

"I'm alvays trying to do the best job I can. XYZ is my company.
I'm going to stick with them until they cross me up. Until now
they've been very good to m2. If the work I do doesn’t satisfy
them, well, that's just too bad. I always do the best work I can."

"When I got back from the Army after the war I thought I should be
in a higher position. I never said anything about it but one day
the boss called me into his office and he asked me if I wanted to
be a designer. I had never been any great shakes at drawing in
school but I figured I'd have a go at it. Well, that's what I'm
doing today and I'm one of eight in the whole plant. What I draw
and design in eight hours makes emough work to keep production
men busy for fifty or sixty hours."

"The engineers in our firm who are college graduates have to come
to me to ask questions. I won't take anything awey from them,
they're smart. They know all about stresses and strains but when
they want somethin, done they have to come to me. That's something
I'm very proud of."’

Questions:

1. How would you describe this worker's attitude toward his job?
Toward 1life?

2. Do you think this worker has achieved success? Why?




CAREER ORIENTATION - YOURSELF

Date

Homeroom

3.

three

three

three

three

things in life that are most important:

things I wonder about most:

things about mysel{ I need to improve:

things I think I'm good at:

(e 5
4




CAREER ORIENTATION - YOURSELF

Date

Homeroom

The nicest thing about school 1is

1 wish teachers would

To me eighth grade means

To me ninth grade means

Staying out of school means

1f something is called "school policy" it means

When 1 finish junior high school

1 1ike to read about

" would read more if

My favorite recreation 1s

I have always wanted to be

When I'm 25 1 expect to be
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OPINION POLL* A Suggested Evaluation Instrument

DIRECTIONS: This opinion poll is concerned with your feelings about

3.
4,

5.

11.

12.

13.
14,

15.

16.
17’

18.

working situations. Check those statements with which
you tend to disagree in the second column.

Tend to Tend to
Agree Disagree

Pay 1s the most important consideration
when deciding upon a job.

If a typist gets her required work done
ahead of time she should be able to leave
the office early.

Being an "eager beaver" is the way to
succeed on a job.

Supervisors have the right to criticize
employees about their clothes.
Salespeople should be allowed to chew
gum if they enjoy it.

It takes careful planning to be punctual.
Wearing metal hair clips to work is con-
sidered poor grooming.

One should attempt to establish close
relationships with co-workers early in
employment.

It should be permissible to make personal
phone calls if work slackens.

A worker's criticism of a superior is
harmless, providing it is done in private

Employees have the right to talk back to
their superiors whenever they feel they
have been treated unjustly.

Employees should be able to have inexpen-
sive business supplies for personal use
without feeling guilty.

Failure to notify an employer when absent
from work is a major offense.

Getting along well with people is just as
important as the ability to do a job well.
Griping is a harmless way of getting rid
of unhealthy emotions.

Most jobs are boring.

During periods when work slackens it is
wise to 'look busy",

Education and training are over-estimated
by employers.




19. Workers should not attempt to do something

72

Tend to Tend to
Agree Disagree

unless they are specifically told to do so.

*This device may be used as a pre-test of student attitudes. It could

serve as a guide for class discussion.

Illinois Teacher, Vol. XI, No.5
Spring 1967-68




PERSONALLTY INVENTORY

Here .re twewn.. traits without which, though vou may have ability,
brains, skill, nnd information, vou can hcvdly expect to succeed in
competition with other people. Grade yournelf:

Excellent 5 points
Good 4 points
Average 3 points
Fair 2 points
Poor 1 point

Those traits in which you score 3 points or below are the ones that
you should improve.

1. IS SOCIABLE: Smiles a great deal; gets along with people; and has
a keen sense of humor.

2. 1S COURTENUS: Considerate of other peonle; gives extra service;
and says "Please’ - "Thank you."

3. SPEECH IS EFFECTIVE: Exoresses ldeas clearly and convincingly:
and speaks distinctly.

4. IS COOPERATIVE: Helps fellow workers and customers: is willing to
assume responsibility: and works for the organi-
zation.

5. HAS INITIATIVE: Makes best use of time; thinks up new ideas; and
makes sugrestions for improvements.

6. IS AMBITIOUS: Wants the husiness to succeed; wants to see others
succeed: and is a "doer,” not a "dreamer."

7. 1S TACTFUL: Says the right thing at the right time; does not argue;
and makes the other fellow feel he is doing things his
way.

. 8. IS ENTHUSIASTIC: Is not afraid of hard work; likes peonle; and does
his job as if he owmed the business.

9. IS CONSIDERATE: Makes an effort to see the other fellow's point of
view; and is always on the alert tc help others.

10. IS ORDERLY: Systematizes his work; keeps things in their proper
place; and is a clean storekeeper.

11. IS HONEST; Must be held in highest confidence;takes responsibility
for his own errors; and avoids temptation, bad companions,
and bad personal habits.

12. 1S DEPENDABLE: Is alwavs on the joh: obhserves company policies and
procedire: : and does what he is tcld to do.




13.

14,

15.

16.

17.

18,

19.

20.

Ju

HAS SEi.F-CONFIDENCE: Believes he can and will succeed; does not
know it all: and never alibis.

IS LOYAL: Believes in the companv for which he works: knows pedp]e
who are qualified will be advanced: and observes company
policies.

1S INTELLIGENT: Knows what he is doing: knows his merchandise; and
makeg an effort to learn new methods.

IS ADAPTABLE: Makes adjustments easily: welcomes changes; and judges
new ideas on merit rather than bv prejudices.

MEMORY: Remembers and can associate names and faces: is able to
retain essential facts; and discards nonessentials.

1S ECONOMICAL: Saves time and effort by being efficient; watches
ugse of supplies, equipment, etc. that are costly;
and saves his own money as well as monev for his
emplover.

USES JUDGMENT: Bases judgment on facts: makes decisions on merit;
and 15 noted for sound judgment.

HAS PERSISTENCE AND PATIENCE: Does not lose patience easilv: tries
again and again, and is not easilv discouraged.

TOTAL




WHAT ARE MY INTERESTS 73

INSTRUCTIONS TO STUDLNT:

If you had to select one or more of the jobs below, which do you
think would be most interesting? Check as many as you find of in-
terest to you--numbering them in the order of your preference.

GROUP A GROUP B GROUP C
Auto Mechanic Bookkeeper Laboratory Tachinfcian

____ Handy Man 1in a Bank Tcller sanalytic Chemist
"Fix It Shop"
Shop Apprentice Timekeeper Draftsman

GRCUP D GROUP E GROUP F '
Automobile Stenographer Musician
Salesman
Sales Clerk File Clerk Commercial

Artist
. Household Comptometer Clay or Wood
: Appliance Operator Modeler

Demonstrator

e

SUCCESSFUL DEVICES IN GUIDANCE AND COUNSELING

Rudolph F, Wagner




EVALUATION 76

"Each group represents an INTEREST AREA. If you have checked a job in
GROUP A, it probably would indicate that you have an interest in mechanical
things=--that you like to work with your hands and use tools and mschinery.

GROUP P might indicate an interest in numerical work--a liking for figurec
1 mathematical calculations.

GROUP C represents a few jobs which could be classified as "technical”
and usually reflects an interest in work of a scientific or engineering nature.

GROUP D jobs show a preference for working with people--the selling and
~romotional occupations.

GROUP E jobs are clerical in nature--indicating an interest in office work
and business procedures.

GCROUP P indicates artistic interests--a liking for interpretive activitcies
dramatic and litexary jobs could also be listed in this group.

"When considering your .job interest, keep in mind that interest alone does
not necessarily spell success in a job. Thousands of boys are interested in base-
ball, but very few could make even the minor leagues as players. This is of
special importance when considering the more uvnusual or glamorous fields, such
as acting, opera singing or deep~-sea diving. Remember that each job has its cwn
special value, and that practically every job calls for some special skill, abil-
ity or talent. The job of draftsman, for example, rejuires ability to concentrate
and visualize, along with a knowledge of mechanical Grawing, shop techniques,
blueprint reading and mathematics. Satisfactory grades in most of these subjects
in high school are a MUST for the successful draftsman in today's industry.

"Similarly, an interest in the clerical field-particularly in stenographic
and secretarial work-must be suppcrted by many special abilities and talents.
Typing requires a high degree of physical coordination, manual speed and an
ability to read rapidly. The good secretary must have a keen memory, & good vo=-
cabulary, legible penmanship and « sound foundation in language, spelling and
grammar. Good grades in high school English, aritimetic, bookkeeving, typing
and shorthand are certainly valuable assets to the high school graduate looking
for office work. Try to keep your interests within the practical limitations of
your abilities and talents.

"Once you have discovered these real interests, however, you will probably
have a fairly accurate estimate of you:r talents and aptitudes. Your high school
grades are usually a good indication of both. Your parents, friends, teachers
and counselers know you, and can be of help in determining your personal qual-
ifications. Moreover, these people have a definite INTEREST IN YOU, and should
be consulted before making your final occupational choice."

x
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SUGGESTIONS FOR HIGH SCHOOL STUDENTS REGARDING JOB INTERVIEWS

Pergonnel executives have been asked in many studies to 1ist the most impor-
tant things the graduating senior can do in order to make a favorable im-
pression during the job interview. One such study came from 153 companies

whose findings wers reprinted {n Educational amd Vocatgonalpflanﬁing by
William H{ttinuon (Sedtt, Fotgsnap & Co., 1959).,

High on their list of priority were the following auggeation;:
¥now what field of work or Job he is interested in and why.
Understand his interests and abilitées.

Show a knowledge of the company and its products or services.
Read company literature in the placement office.
Dress properly--neatly. A good sppearance.

Try to be relaxed--at ease. Act naturally.

Ask questions about the company or job which are sersible--intelligent~-
pertinent--discriminating--well thought out.

Display an interest in the company and the job.
Be sincere--forthright--frank.

Show an ability o express himself clearly; good use of English.

Have a scholastic rec>rd which is average or better.

Illinois Teachers of Home
Economics, Vol. VIII, No. 6
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JOB ANALYSIS SHEET

1. Job Title: office clerk

2, Age (zinimum and maximum)and sex: 18-65 female only

3. Working Hours: 8-5, S days per week (1 hr. for lunch)

4, Overtime or holiday work: none

5. Approximate salary range: - $3,800 - $4,200

6. Job Hazards (accidents, special working conditions):_none

7. Education background (high school, college. technical
schools, apprenticeship, etc.):high school and business
college preferred.

8. Special tools and equipment used on job: none

9. Supervision: department head

10. Health: reasonably good health

11. Experience: 1 year

12. Machines used: typewriter occasionally

13. Place of Work: office (air conditioned)

14. Briefly describe type of work and operations involved:

A. filing of letters and forms (202)

B. sorting and distributing mail (10%)

C. filling out forms on typewriter or by hand (60%Z)
D. errands (102)

Johnay Brown
(Name)

The above sheet may be modified or expanded at the discretion of the
{instructor or counselor. Students may wish to prepare their own
sheets after a thorough discussion has taken place in class.

SUCCESSFUL DEVICES IN GUIDANCE AND COUNSELING
Rudolph F. Wagner




A Drama for Classroom or Assembly Program

THE DROPOUT LOOKS FOR A JOB

As industry uses more and more automation, jobs for unskilled workers
are rapidly disappearing. One study shows that such jobs are disap-
pearing at the rate of 250,000 each year. What do you suppose will
happen to the teenagers who drop out of school before they are pre-
pared for jobs?

THE POLLOWING SCENE TAKES PLACE IN THE EMPLOYMENT OFFICE OF A LARGE
ZLECTRIC UTILITY COMPANY. PETE IS SEATED IN FRONT OF A DESK. BEHIND
THE DESK IS MISS ANDERS, A PERSONNEL IFTERVIEWER.

ANDER3: What kind of job are you looking for, Pete?

PETE: Oh, I don't know. Just anything, I guess, Miss Anders.

ANDERS: Tell me about you qualifications.

PETE: My what?

ANDERS: Your qualifications. What would you have to offer our
company that would make us want to hire you?

PETE: Well, 1 like to fuss around with telephone lines.

ANDERS: But we're not a telephone company. We're an electric
utility company. What qualifications do you have for
our company?

PEIE: Guess I don't have any.

ANDERS: Tell me, Pete, how did you get along in school?

PETE: Not so good, I guess. The teachers always yapped about
me being late, and they gave dumb tests about things I1'd
never use. So I quit.

ANDERS: Well, Pete, I can tell you this. If you have a job, your
boss expects you to be on time.

PEIE: I would be--if I had a job. That's different from school.

ANDERS: Are you sure? Don't you know that when you're in school,
that's your job?

PETE: But you don't get paid.

ANDERS: Not in monmey, but you're preparing yourself for a future
job that does pay. The more education you have, the more
the job pays. Your teachers are fussy about your being
on time, doing your assignmeats, and tak.ng tests. They
are trying to help you .learn good work habits.

PETE: But you don't have to take tests on a job...

ANDERS: On, yes you do, Pete, each one of our employees is ou
probation for six months. During this period he's on
trial. At the end of six months he is graded by his
supervigor, who turns ia the gradcs and a long report
to us. If the grade is satisfactory, the employee
enters another probationary period. He must complete this
period successfully before he's given permanent employment.

PETE: Cuess I didn't know.

ANDERS: Did you know that before we hire anyone we check his grades
at school?

PETE: Gosh, I'm a dead duck then.

87
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Pete, you know how the baseball team managers go all around

the country trying to find the very best qualified men for

their teams.

Sure, they gotta have a good team.

Yes, they do. So does any business. Every businessman

vants the very best qualified person he can find for amy

job opening that comes up. He's going to check applicants

for attendance and punctuality, for grades, for attitude,

for their interest in taking part im school activities.

You're saying that I dom't have a chance, aren't vou?

Right now, yes, Pete. You need more education. Look at

your application form. What is this first word?

It aays "print."

Exactly. But you wrote inatead of printing. This tells

me that you don't follow directions well.

But my printing is terrible.

What about theae empty apaces?

I juat didn't know what to put in them. I don't know

vhat to put 4@ thea. I don't know what some of the

worda meanm. .

Marital atatua? We merely want to know whether or not

you are married.

Oh!

I'm trying to help you for your next application, Pete...

Remember when I asked you what kind of job you were looking

for and you said, "just anything?"

Well, 1 am. I'm looking for a job. 1I'll take anything.

But, Pete, can't you see how we look at a8 statement like that?

No, I caa't.

Before you apply for a job, you need to find out all you can

about the company. Then you decide if you have any skills

to offer for a particulan job. Believe me, Pete, you must

have something definite to offer. There's too much competi-

tion for jobs that don't require a great deal of education

and training. There are about seven million young dropouts

like you competing for the few jobs open for unakilled help.

PETE: - Wow! Makes a guy stop to think, doesn't {t?

ANDERS: It should, Pete. Why don't you give it some aerious thought?
Then decide what you ghould do.

PETE: Thank you, Miss Anders, 1 will.

ANDERS: And remember, Pete, good habits are your aervant; bad habita

are your master.

k]

FILL IN THE BLANK SPACES BELOW

1. What kind of job did Pete aay he waa looking for?

2. Why Jid Fete say he quit school? N

-

3. What did Miss Anders say about school as a job?




5.

Do businass organizations have any kind of test for their
emp loyees”?

Emplovers usually check with schools about the qualifications of a
person applving for a job, Name three things they check for.

6.

What impression of Pete did Miss Anders get from the way he filled
out the anplication form?

What does marital status mean?

Name two things vou should do before applying for a job.

9.

Should a job applicant sav he will do just anything? And Why?

10,

11,

With hos rany dropouts was Pete competing for a job?

MATCH THE DEFINITINNS

12.

13,

___ 1. aualifications a. a person who asks for a job
2, automation b. promptness

___ 3. asciepment ¢. the wav a person looks at things
4, probation d. a person whc works hard
. aoplicant e. the abilities that are needed to

fi1ll a certain jodb

6. punctualsty f. a contest: rivalrv

. attitude . the use of machines to do work
that used to be done by peonle

__ &, competiti v h. work given to be done; tasks

i. a trial neriod

Wit do vou thirl Migs Anders m>ant when she said, ""Good habits are
vur servant; t.d habits are vour master '?

"y do vou think Mics: Anders did not hire Pete?

59
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14. Do you agree or disagree with Miss Ander's judgment about Pete?

15. We get an idea of what Pete thought about his teachers. What
do vou think the teachers thought about Pete?




APPLICATION LETTER

872 Shady Avenue
Memphis, Tennessee 38108
June 1, 1971

Mr. William S. Johnson
Personnel Director

A-1 Construction Company
126(* East Seventh Street
Memp-is, Tennessee 38120

Dear ¥r. Johnson:

In resionse to your advertisement for a draftsman in the May 31,
1971, edition of the Commercial Appeal, I should 1like to apply

for the position. As I have indicated on the enclosed personal
resume' sheet, my draftsman qualifications meet the high standards

of your company.

I graduated in the upper fourth of my high schcol class. In ad-
dition to the drafting courses 1 took in high school, I have
taken drafting courses at the Area Vocational School. I plan to
continue my training in this field by taking night courses at
the Memphis Technical Institute.

While in high school I participated in a cooperative education
program in which I worked part time in the drafting department
of International Harvester Company. The manager of that depart-
ment, Mr. Oscar Reddick, has given me permission to list his name

as one of my business references.
1 enjoyed my drafting classes at school and my work at the
International Harvester Company. I should like to continye in

the field and make it my career. May I expect to be called for
an interview? My teleyhone number is 684-5234.

Sincerely yours,

Joseph W. Webster

Enclosure
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PERSONAL RESUME'

Name: Joseph W. Webstcr Height: 6' 1"
Address: 872 Shady aAvenue Weight: 190 pounds
Telephone: area cude 901 684-5234 Marital Status: single

Physical condition: Excellent

Educaticn:

¢ aduated from Northside High School. Memphis, Tennessee, on
June 1, 1970, with six credits in drafting. Completed a twelve
.onth arafting course at the Mempi..is Area Vocational-Technical
School.

Admitte’ to the Evening Division of the State Technical Institute
at Memphis for the Fall quarter 1971.

Extracurricular Activities

President of the Vocational Industrial Clubs of America
Treasurer of the Student Council
Quarterback on the Football Team

Experience
Part-time student assistant in drafting depariment at International
Harvester Company.

xef 'rfu es
mr. Oscar Reddick, Manager, Drafting Department, International
darvester Company, Memphis, Tennessee 38127
Telephone 525-8406
Mr Pzl I. Lewis, Chairman, Vocational Education Department,

No side High School, Memphis, Tennessee 38108
Telephone 324-5114

Rev. T. 1. Briscoe, Pastor, Trinity Methodist Church, 47 Ninth Street,
Memphis. Tennessee 38102
‘elephone 484-3368




CLASSIFIED PERSONNEL 8

An Equal Opportunity Employer I.B. M. No
Recent Application Form
Photograph Division of Classified Personnol
Memphis City Scheols L .
Trimmed Room 168, 2597 Avery . Do not write in this block
Memphis, Tennessee 38112
To Fit This ) . .
[nstructions: This form is to be completed in ink in the applicant’s own
Space handwriting and signed in the space provided on the reverse side. The
applicant should arrange for a personal interview.

A FALSE ANSWER TO ANY OF THE QUESTIONS BELOW MAY INVALIDATE THIS APPLICATION.

1. Personal Data

Date of
Name Application
Last First Middle Maiden

Address_ Zip Code__ _____ Telephone Noweeor i o
List at least two schools near your home. 1 2

Date of Birth__ Place of Birth ——.

Month Day Year

Nationality Sex M F Race Height__ Weight.
General Health Last Two Years —__ Physical Defects

(Hearing, Speech, Vision or Other)

No. of Children No. Dependents_____ Soc. Sec. No.—

Marital Status

Name of Husband or Wife
Where Employed (Husband or Wife)
Names of Parents Addresa

Where Employed (Parents)

II. Type(s) of job(s) for which you wish to be considered.

(1) (2) - (3) -
Can you type? words per minute, Use shorthand? ____ words per minute.
II1. Are you available for aubstitute work? E]] ggs Temporary Employment? % };?
IV. Educational Preparation
Name of School Dates
and Attended Higheat Grade Year of Degree or
State From To or Level Cormpleted Graduation Diploma Re:'d,
Elementary R
High School .

Colleg: or Univ.
Voc. School

- » -..e:,..-_

§—3;,cial Courses -

V. Additional Personal Data

1. Are you a resident of Memphis? If not, do you plan to establish residence in Memphis

Q@  if uare employed? —— 9.3
14764 (Fill out reverse side completely)

IToxt Provided by ERI
+




32"

. Ul wnat Organizaous are you 8 memoer s >dDocial

Cra | EEPTORE o 1T S Professional.
Other .. = . . — - .
3. Have you ever }tevn arreste d K .. _. If yes, attach explanation
4, Are you now wur hav- .ou ¢ 1 srnected with any subversive or Coiamunist organization?

e oo .__ If ves. atta'h ¢ jptunation.

—\ 7’
Yes "1 Yes ., [J Yes
‘e . , YRS . .y nt o Al

5. Do you have you:i .wn mears of trunsportatin? D No Lar U No Bus ] No Other
6. Have you ev. r been discharg J from any postion? . . __ TIf yes, attach explanation.
7. What was tl e cause for lew n> jour tast po . tion (or rea~.n for desiring to leave your present

one)? _._ .. e } L .. .
8. In the event vou are hlrcd o name, ad.. o8, and phon number of person to notify in case of

€Mergency.. . e o —-n - e —we—. Phone

'Nu'rm Aﬂdd;es\; )
3. May we con.act your preten {cr last) empt cer? . .

10. Date vou are available fur eriplovment

11. How much n tice do you nee to give car pr .ent employer ? -
12. Have you ever filed a writtcn application fo, employment vith the Memphis City School System

prior to this date? _.__ . . __._ .
Yes ¢r No
13. Church Affiiation._— . __ _ ________ . _. e e

VI. Previous Work Experience (List Last Fmploym First)

Dates Employed
Address of From To
Name of Employer(s) Employer Type of Work Mo. & Yr. Mo. &Yr.

g -

Ll bl l

VI1l. References—List at least 3 people not related to you that have known you at least 1 sear.

Name Title Address
8. T T T .
.. R -
%  Attach Photograph.
Arrange for a personal inte view.
(Signed) . ___
Return to: Memphis City Schools
Classified Personnel
Room 1568
25697 Avery
Memphis. Tenneages 3812
DO NOT WRITE BELOW 7118 LINE
-mployed. . __ _ .. Dept—. .. . _Div.._.__ _______ Location —_—
Date
%bq‘itut* or Regular ... . Position .. .. . . ____Step......... Rate of Pay § —per 94
[KCmplem(r 8 ... .. ... Terminated.._._. .___Inactive.. ________ Reason... R
T Date Date

$
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BUSINESSES AND INDUSTRIES THAT PERML. STUDENTS TO TOUR THE FACTLITIES

HART3, INu. WMC Stations
4304 Summer Avenue 196} Union
682-136b1 274 -8515

thomas . nar-7og l.iddia Slertz
HOL1OAY Pt
J7¢]1 Lamar
36.0-4451

‘harles h. Cas)

ITT CONTLMNENTAL B, ING
400 ‘onTue Avenue
525 -uti/

JooM SMues e COMEANY
47406 Lat o toad
362- .

Lugene Loe

MEMP Ly rbawi. HIWG COMPANY
495 t ¢y asenue
526=-3011

W, 2aveolk

NATIONAL beDL 26T FURNITURE
1770 Channel Avenue
242-4661

E. C. Patton

“LOUGH, NG,
'022 Jackson
+58-3361

Warren Draffin

KICHARDS MANUFACILRING COMPANY
1450 E. Brooks
397-4483

Robert Moore

SHULTON, INC.
1725 Third
948-1633

L. Willis

NOTE: Contact the name of the person indicated at each company

to make arrangements.
Check Industrial Arts Course of Study for additional businesses

and industries.
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BULLETIN BOARD IDEAS

Use a large cartoon drawing of Snoopy (cartoon character from Peanuts)
with caption: Happinesc is working on a job that
utilizes your interest and abili:ly.

ABC'S OF AN INTERVIEW

Ask questions needed for job information
Be relaxed and alert

Consider the interviewer's time

Dress appropriately

Express interest in the work

Find ways to express appreciation for interview

FORMULA FOR ACHIEVEMENT
A spirations: setting goals
+
A biiities: talent of various kiads

+

A ction: effort with purpose and enthusiasa
= A chievement

Set-ur industrial diasplay. Show various phases of development of &
product,
Example: Cotton from the rawv stages to a complated garment.




BULLETIN BOARD IDEAS

A\

\

A BOUQUET OF FORGET-ME-NOTS TO REMEMBEP. ABOUT INTERVIEWS

Ask Questions Dress Appropriately

Express -Interest

Be Relaxed

Consider the time " ‘ S¥\\ Express Appreciation
\)>

[ 7Perservarice - |
N o N
}5 Neat Appearance

. |4, Positive Attitude
!/
! ‘3. Good Character

. Yi’leaun Personality J

1
N
]

Y.Education with Vocational Training

CLIME THE STEPS T0 A GOOD JOB




4 AUl L ALY Py . Y
A

. FEATHER YOUR Nas;\\\\ /;/
: PREPARE FOR A JOB _

TS e e v e o I e B S e

SR teardomtn - O3 el C,\

REMEMBER /

Formula for Achievement:

A spirations: setting goals
. +

A bilities: talent of various kinds
+

A ctivities: effort with purpose
and enthusiasnm

= A chigvement

ERIC

Aruitoxt provided by Eic:




BULLETIN BOARD 1DEAS

N
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TRAIN yourself for «

rewarding occupagion.
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- | /JZ;LJ/¥/£;;—~A

T T o
Undergeand
YohGrseif
i Learn to g
Get Along
wigh Others {
lee ome mm e e amsenian !
‘
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{ Develiop
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BULLETIN BOARD IDEAS
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Jr. High
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High School
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Whid\ way
will you go?
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VOCATIONAL FI:LD TRIP REPOIRT »
. !
Name : e
Place visited _ ____““_;m~_h_m_h_"‘ e Date
. ?epartanL wisitec e o

:;\lid"'.) G - rem 4t e ———— 7o s imnem. . vane - e tem ammmre s et e 2 oam s

§ ; ————

o cwlet the varfoae ccoupaticns vo viselve ! tuse back of page if

nEleskAry,
I . _ $
2 L
b ]
List any nealth o nafely na:ar :s you obseived:
List a1l skiils ¢ 3t you ohsery d in actior:

What did you find most interesting?
What did you find least interestirg?
Opinjons from workers about their jobs:

|
|
Did the workers seem happy? §
I

How do you make application for a job here? ) |




i

\

i

"What's My Line?"
| ,

\\
(A classroom learning activity that is played like the televisiocn
game, “What's My Line?".)

Each student réaearches a job in which he is interested. He
should be prepared tp answer questions about his occupation. A
pancl of four, & timékeeper and a moderator are selected. The
teacher may prefer toiserve as moderator, because occasiorally he
will have to interven;\and qualify answers.

Students volunteel to be gquestioned abéut their\00cupatioas.
£ach panel member questjons for one minute, after which the cime-
keeper blows the whistlexand the next pancl member takes up the
questioning where the lagF left oﬁf. In the event the panel does
not guess the occupation in seven minutes, the student being )
questioned telts vhatrhe does.“ Aft;f the first panel has questioned
the four volunteers, the four having been questioned serve as a panel
member and as the guest with the job.

The game gets off to a good start when the panel is given soume

leading questions. The panel may start the questioning by finding

out whether the job is of a manual, mechanic, etc., nature.

gL
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- 'HOW I PLAN TO ACHIEVE MY VOCATIONAL GOALS !

Name of Occupation

Description of duties a

Aptitudes Required " How 1 Rate My Aptitudes

7

- Below Average Average Excellent

EY

Necessary Personality Traits . How 1 Rate )
T In These Personality Traits . .

Below Average Average Excellent

N !
; <
7 { 7

Education or Training Required Further Edication or Training I Need ‘.

[

Other Requirements How I Can Fulfill These Requirements

i
4

Suggested Teaching-Learning Approaches for Career . Development in the Curriculum
University of Minnesota College of Education

) |

164




OCCUPATIONAL BOOKS IN THE SCHOOL LIBRARIES - TTE
~ Cypress Jr. High School
Amarican Dfetoticu Association, Your Future ss s \ n,
Richsrd Rosen Press, New York, 1964,

Bernsys, Bdward L., Your Future in Public Relations. Richard
Rosen Press, Inc., New York, 1961.

Bibby, Dause L., Your Puture in the Electronic Computer Field,
Richsrd Rosen Press, New York, 1962.

Dawson, Taylor, Your Puture in the Automotive Industry, Riciard
Rosen Press, Wew York, 1963,

Detzen, Winfred, So You’'re in High School, McGraw Hill Compezny
Inc., New !orE. 1958.

Donohue, Jody, Your' Career in Pubiic Relntiona. Julian Measner
New York 15670

Ely, Lawrence D., Your Future fn Aerospace Technology, Richard .  — -
Roser: Prcla. New York, 1962.

Eskow, Gerald H.. ‘Your Puture in_the Trucking Industry, Richufé
- Rosen Pt.-c. ﬂcv Tor[. 1565.

Yeder, Ph n., Rnynond L., Your Future in Chemicsl Pngine°riqg,
Richard Rosen Press, New Yorl York. . 1962, .

Frost, Jane C., Your Puture in Dentll Aasisting‘_L Richurd Rosen

Proaa. ch York, 1964, l

Gelb, Richsrd L., Your Future 1n Benut Culture, Richari Rosen
Press, ch York, 1984,

G

Goodrich, Pooter E., Your Puture in Direct Selling, Ri.chard
Rosen Press, New York, 1965. .

<

Creenberg, Ssul N., Soc You Han;rto he. s D!ntilt.wﬁ‘tpet and
' Row, 1963, * ’

Hammond, Ross W., Your Future in Indugtrial Engine rin g Richerd
Rosen Praes, Rew York 10010

Kitson, Rarry D,, Vocations for Boys, Hsrcourt, Brace & Vo id
Inc., New York, 1955.

Lingenfelter, Rebeccs M., Vocstions for Girls, Blrcour , Brace
& World Inc., New York, 1951.

Locklesr, Edmend, Yout Richard Rouaen

Press, New York, 1963.

105
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MacGil, Gillis, You: future ca g Yade., Ricrn."vd Rosen Press;
New York 10010

Nourse, Alan E., So You Want to be a Chemist, Harper and Row, 1964.

Nourse, Alan E., So You Want tc be a Nurse, Harper and Row, 1961,

Noyes, Nell Braly, Your Future As a Secretary, Richard Rosen
Press, 1961.

Orent, Norman B., Your Future in Marketing, Richarc Rosen Press,’
New York, 1966.

Paris, Jeanne, Your Future as a Home Economist, Richard Rosen
Press, New York, 1364,

Paul, Grace, Your Future in Medical Technology, Richard Rosen
Press, New York, 1962. B

Pond, John H., Your Future in Personnel Work, Richard Rosen
Press, New York, 1962.

Reinfeld, George, Your Future in Printing, Richard Rosen Press,
New York, 1963,

Robingbn, Lura, Outdeor Jobs for Men, The Vanguard Press, Inc.
New York.

Rddolp » Patricia, Your Future as an Airline Stewardess, Richard
goaen Preas, 1961.

Ryan, Jr., Leonard Eames, So You Want to Go Into Journalism,
Harper and Row, 1963.

Scott, George A.l Your Future in Retatling, Richard Rosen Press,
Inc., New York.

Severn, Inc., How to Earn Money, Prentice-Hall, Inc., Englewood
Cliffe, New Jersey, 1957.

Singer, Jules B., Your Futrre i{n Advertising, Richard Rosen Press, 1960.

Sonnabend, Roger P., Your Future in Hotel Management, Richard
’ Rosen Press; New York, 1964,

Splaver, Sarah, Carcers in Personnel Administration, Henry 2,
Walck, Inc., New York, 1962.

Splaver, Sarah, Your Careers {if Youte Not Going to College, Julien
Messner, New York, 1963,

Wallace, Sarah, Leslie, So You Wost to be a Librarian, Harper, 19453,

106




Westervelt, Virginia, Choosing a Career in a Changing World,
G. P. Putnam's Sons, New York, 1959,

Urell, Ph.D,, Catherine, Bip City Workers, Follett Publishing
Co., Chicago, 1953,

9




OCCUPATIONAL BOOKS IN THE SCHOOL L)BRARIES
Mumes Junior High School
Latham, Frank B. and Reginald M. Cleveland, Jobs Ahead,
0. Appleton-Century Company, Inc., 1946

Becker, Ester R. and Richard Lawrence, Success and Satisfaction in Your
Office Job, Harper and Row, New York, 1954

Ryen, Lecnard Eames and Bernard Ryan, Jr., So You Want To Go Into
Journalism, Harper and Row, New York 1963 )

/ ———
Myers, George E., Gladys M. Little, Sarah Robinson Planniqg,?out
Future, McGraw-Hill, New York, 1940

Frost, Jane C., Your Future in Dental Agsisting, Richards Rosen Press,
New York, 1964 -

Nourse, Alan E., So You Want To Be A Nurse, Harper and Rov. New York,
1961

McDonnel, A Definitive Study of Your Future in Nursing, Richard Rosen
A Press, Inc., New York, 1963 -
‘Davey, Mildred A., Elizabeth M. Smith and Theodore R. Myers,
Everyday Occupations, wnd Edition, D. C. Heath and Company,
Boston, 1950

Shuff, Frances L., Your Future in Occupat’onal Therapy, Richard
Rosen Press, Inc., MNew York, 1964

Nayes, Nell Braly, Your Future as a Secretary, Richard Rosen Press,
Inc., New York, 1963

Rudolph, Patricia, Your Future as as Airline Stewardess,
Richard Rosen Press, Inc., New York, 1961

Mayo, Lucy Graves, You C Be an Executive Secretary,
Macmillan Company Ne;FYork 1965 S/

Whitcoxb, Helen and John Whitcomb, Sttictly for Sacretaries, (Revilnd
Ed.) McCraw-Hill, Neg York, 1965 :

Jones, Candy, Modeling and Other Glamour Careers, Harper and Row,
New York, 1969

Reilly Ph.D, Willian J., Career Planning for High School Students,
Harper and Brothers, 1953

Campbell, Wlliam G. and James H. Bedford, You and Your Future Job,
Society for Occupational Research, Ltd., Los Angeles, 1944
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A
Galus, Henry . .o “ecud “ourse, Macrae Smith Company,
Philadel:
Holden, ional. - ¢ircer fuide, Watson-Guptill Publications, Inc.,
New York, . i«
Paris, Jeaane ~ve as a Home Economist, Richard®Rosen Press,
Inc.. W © “
yl
West, Walacoe - +1 in Electronics, G. P. Putman's Sons, 1959
Greer, Mich .. _ -. Ain Interior Design, Richard Rosen Press,
Inc., »:s -
Harrison, Wii: . _1_a Career in Auto Mechs P. Putman's
Sons, Raw o :
. The Fashiorn aroup . four Future in the Fashior World, Richard Ros-n
— Press, Inc | -, 1963 -
Paul, Grace., Yo 7« in Medical Technology, Richard Rosen Preas,
ne., Net ' :
Tharpe, Willias : ~rinities in Architecture, Vocational Guidance
Manuals, o
LingehfeICerf'ﬁ: © «¢ca, Vocationa for Girls, Harcourt, Brace
and Co., Ny« - . 651
' G=1lb, Richard, . . = :re {n Beauty Culture, Richards Rosen Pres:
Inc., New
Goodrich, ¥ ‘:1LUié in Direct Selling, Richarde Roaen
Press, ir ' , 1965
kirk, Ric. - '*b in a Hospital, Richazrds Rosen Prass,
Iue., o
Klinefeltv. . rical Occupations, E. P. Dutton and Company,
New Yo: '
¢
Singer, Jule. . ©tui2 in Advertising, Richards Rosen Press, .
Inc., M )
American Die *ion, Your Future as a Dietitian,
Richa: .. « v York, 1964
Scott, Geory: * . - .. rure in Retailing, Richards Rcsen Press,
Inc ., N

“
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Ferrari, Erma Paul, Careers for You, Abindon-Cokesbury Press, New York
MCMLJII

Moore, Robert Foster, Blueprint Your Career, Stuckpole and Heck,

Inc., New York, 1949 ‘
o\ i

Amisgs, John M. iand Ester Sherman, New Careers in Industry, McGraw-

Hill, New York, 1946 ‘

I
!

K s larry Dexter and Mary Rebecca Lingenfelter, Vocations for Boys,
ourt, Brace and Compa.ay, New York, 1949 L |
\ :
Gardiner, Glen L., How You Can Get the Job You Want, Harper and Row,
New York, 1962 \ '

i . |
Betz, detty, The Betty Bétz Career Bock, G. Brosset and Dunlap, New
York 1949 -

TEACHER KLFERENCE:

Forrester, Gertrude, Methods of Vocational Guidance, D. C. Heath,
/Boston, 1944

Roberts, Ray W., Vocational and Practical Arts Education, 2nd

Edition, Harper and Row, New York, 1965

- 101
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BIBLIOGRAPHY* , |

Booklets:-

Can I Get The Job? Public Relations Staff, General Motors, B
Detroit, Michigan 43202, /'

Can I Be An Office Worker? Public Relations Staff, General
Motors, Detroit, Michigan 48202.

Can I Be A Draftsman? Public Relations Staff, General Motors,
Detroit, Michigan 48202.

Can I Make the Prbdﬁction Team? Public Relationa Staff, General
Motors, Detroit, Michigan 48202.

Can I Be a Technician? Public Relations Staff, General Motors,
, Detroli, Hichigan h8202,

Your Social Security, Superintendent of Documents, U. S. Government
Printing Office. .. - i .

Start Getting That Job Now ~ A Vocational Guidance Handbaok,
Memphis Community Learning Laboratory,

e

Room To Grow

~ Should You Be a Salesman?

Should You Be A Printer?

Should You Go Into Electronics?

’

Computer Programming? \

Should You Be A Draftsman? ’ ;

Should You Go Into The Construction Business?

Should You Be A Dietitian?

Should You Be An Accountant?

Should You Go Into Advertising?

Should You Seek A Career In Life Insurance?

Should You Be A Purchasing Agent?

Should You Go Into Retailing? /

Should You Be A Nurse?




103

Should You Be A Newspaperman?

Should You Be A Medical Techrologists?

~

A Man's Guide To The Look Of Success .

The seventeen bookleis listed above way be obtained from the following

address:
Career Information Service
New York Life Insurance Company
Box 51, Madison Square Station
7 New York, New York 10010

Your Telephone Personality, South Central Bell Telephoune Compan§

Careers For Youth In The Food Service Industry, Director of Education,
National Restaurant Association, 1530 North Lake Shore Drive,
Chicago, Illinois 60610

*Ftee or inexpensive booklets




SOURCES OF AUDIO VISUAL AIDS

SPAN Office
ADULT EDUCATION CENTER-EAST
Phone 684~4846

*Foundations for Occupational Planning:

"Who Are You?"

"What Do Ycu Like To Do?"
"What Is A Job?"

"What Are Job Families?"
"What Good I8 School?"

**Job Attitudes:
"Why Work At AL17"

"Liking Your Job and Your Life'":
1. The Construction Worker

2.
3.
4.
"Trouble
1.
2.
3.

The Factory Worker

The Community Worker

The Television Repairman
At Work"

Hazing

Failure to Communicate
Abgenteeisn

4. Lack of Ambition
"A Job That Goes Someplace"

Part I

Part 1I

*%%"'Yhat's It Like?"

What's It Like Being:
a Bookeeper
Buyer (Lepartment Store)
Alr Traffic Controller
Clerk Typist
‘District Sales Manager
Eaployment Representative
Retail Division Manager
Executive Chef
Employee Development Specialiat
Freight Checker
Airline Instructor
Pediatric Nurse
Layout Operator
Receptionist
Energency Room Nurse

/!
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% Filnstrips

Restaurant Manager

Section Chief

Truck Maintenance Man
Special Projects Coordinator
Airline Ticket Agent

Store Detective

Bank Vice President

#% F{lmstrips with records

*%% Cags_ttes




How To Use The Telephoue

South Central Bell
Telzphone Coapany

Bakiug Industry, biack and white/1ll minute, free
Chooaing Your Occupation, black and white/1l0 minutes, free
" How to Keep A Job, black and white/10 minutes, free

Film Library .

State Department of Education

1319 Church Street

Nashville, Teanessee 37203

Public Well Served, color/10 minutes, free
,Film Library R
Tennessee Public Health
Cordell Hull Building \
Nashville, Tennessee 37219

#1661 The Motor Mechanic
#1663 The Construction Worker t
#1664 The Electronic Technician N
#1665 The Metal Worker \
#1666 The Draftsman-Surveyor
#1667 The Electrical Worker
#1668 The T:2lephomne Man

Modern Talking Picture Service, Inc.

3 East 54 Street

New York 22, New York

Career In Dietetics
American Dietetic Association
620 North Michigan Avenue
Chicago, Illinois 60611

FILMSTRIPS

"It's an Exciting Career-Home Economist In Business, with record
J. C. Penny Company

"New Horizons In Food Service Careers', National Restaurant Association
1530 North Lage Shore Drive, Chicago, Illinois

\

\

el
-
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OCCUPATIONAL FILMS
FILM LIBRARY
MEMPHIS BOARD OF EDUCATION

"You: Job - Fitting In"

"Your Job - Getting Ahead"
"Your Job - Good Work Habits"
"Cheosing Your Occupation”

"Getting A Job" .

"High School - Your Challenge'

"¥red Meets a Bank"

"Planning Your lareer"

"Your Voice and the Telephone"

"Do { Want To Be A Secretary"

'tiow To Igvestigate Vocations"

“How To Keep A Job"

"Preparing For the World of Work"
"5should I Gc To College"

"Summer of Decision'" - L
" ¥hee You Cheoose Nursing”

‘You and Your Work"
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TEENAGERS CAN BE HIRED
A Guide to the Child Labsr Laws .
: |

SOCIAL SECURITY NUMBER:

Everyone who works, regardless of age, must have a social security
number. You must have a social security number before your employer
can pay you. To obtain a number fill.out an application at the Sccial
Security Administration, 242 Pederal Office Building, 167 N. Main St.
or the qgfice at 1796 S. Third St.

BIRTH CERTIFICATE

To obtain a work permit or to prove to an employer that you are old
enough to work, you must have a copy of your birth certificate.

If you wer¥ born in Shelby County then go to the Shelby County
Health Department, 814 Jefferson to receive a copy. There is a
$2.00 fee.

1f you were born oiitside of Shelby County but in Tennessee, write

to the Division of Vital Statistics, Tennessee Department of Public
Health, Cordell Hull Building, Nashville, Tennessee, 37219. 1If you
were not borg in Tennessee, write to the Bureau of Vital Statistics,
State Board of Health, in the capital of the state in which you were
born. Include your name, birthplace, date of birth, time of birth
(1f known), your mother's maiden name and your father's name. Be
‘sure to enclose the $2.00 fee and the address where you presently
live.

WORK "PERMIT

If you are not 18 years old and have found someone who wante you
to work for them, you must have a work permit.

If you live in the city you can obtain a permit at the Memphis

Board of Education, 2597 Avery. If you live in the county & work
permit can be obtained at the Shelby County Board of Educationm,

160 S. Hollywood. You must take a copy of your birth ccttificate

vith you. You will be given papers to have signed by your doctor,
your prospective employer, and your parents or legal guardian. 1If
you.live in the county your parents must accompany you. As soon

as these papers are returned you will be issued a work permit. -

14 and 15 Year Olds ---- May work in many jobs before and after school
. hours and during vacatioms, °

FOR EXAMPLE:

1. Office and clerical work
2. Cashiering, selling, art work, and window trisming
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9.
10.

12.

13.
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Price marking and tagging assembling orders, packing
and shelving
Bagging and carrying out cusiomer's orders
Some errand and delivery work )by foot, bicycle, or
public transportation
Clean jup work, maintenance of grounds, but not
including the use of power-driven mowers or cutters
Preparing and serving food and beverages
Del.vering newspapers
Caddying )
Working on a farm
Work in connection with cars and trucks if confined to
the following:

Dispensing gasoline and oil
Courtesy service
Car cleaning, washing, and polishing

But. NOT including woti: D

Involving the use of pits, racks or lifting
apparatus or involving the inflation of any
tire mounted on a rim equipped with a removable
retaining ring

Cleaning vegetables and- fruits, and wrapping, sealing,
labeling, weighing, pricing and stocking foods when
performed in areas physically separated from areas
where meat is prepared for sale and outside freezers
or meat coolers

Cleaning, tending or assisting householders, as yard
care, pet care, child care, cleaning yards, garages
and atties

A ll &f 15 year old may not be employed in any occupation declared hazardous.

These include manufacturing, mining, processing, conatruction and
warehouse occupations (except office or sales work in connection
with these occupations). A 1+ or 15 year old may not work in a
freezer, load or unlocad goods, work for a public messenger service,
. operate any power-driven machi.ery, work as a baker, wash outside
' | windows when a ladder .8 required, or work in a boiler room.

{6 and 17" Year Olls --- May work full time in most jobs

. FOR LXAMPLE:

Most manufacturing jobs -

Most jobs in stores and restaurants

v Most service jobs, such as in repair shops laundries, drrcleaners,
recreation services, and hospitals

Clerical and office jobs
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18 year= '. the minimum age for some hazardous jobs
ThEsE INCLUDE:

i. Driver or helper on motor vechicies

2. Jobs invloving the operation of certain dangerous wood-
working, metalworking, baxkery, and paper._products machines

3. Operating elevators and other powerdriven hoisting apparatus

4. Most jobs in connection with mining

5. Most jobs in logging or sawmill operations

6. Some jobs in slaughterhouses and meatpacking plants

7. Many jobs involved in the manufacture of brick, tile, and
similiar products

8. All jobs in roofing, wrecking, and demolitiom operations

9. Jobs in explosive plants

10. Jobs involving exposure to radiation

11. Jobs where intoxicating beverages are manufactured,
bottled, or served for consumption

MAXIMUM HOURS OF EMPLOYMENT

A 14 or 15 year old may not be employed during school hours.
They may work no later than 7:00 P. M. or earlier than 7:00 A.M.
during school months.

A 14 or 15 year old may not be employed:
*More than 3 hours a day--on school days
*More tham 18 hours a week--in school weeks
*More than 8 hours a day--on nonschool days
*More than 40 hours a week--in nonachool weeks
A 16 or 17 year old may not work more than 8 hours in one day,
40 hours”in one week, or 6 days in oné week. They may
work no later than 10:00 P. M. or earlier than 6:00 A.M.




